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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
This study consists of a survey of selected business 
firms in the Greater Lawrence area, and has a two-fold pur-
pose: (1) to ascertain the extent of job opportunities 
open to high school business graduates in the area, and 
(2) to determine deficiencies in training for business 
employment that have been observed by employers of high 
school graduates. 
Analysis of the Problem 
The major problem of the study was divided into the 
following subordinate problems. 
-1. To assemble information in regard to the initial 
employment of high school business graduates, including 
the following: 
a. The number of high school business graduates 
employed by each firm 
b. The sources used by the firm to secure these 
beginning employees 
c. The importance of various factors as determinants 
in the hiring of employees 
d. The starting salaries offered to high school 
business graduates 
e. The speeds in the areas of typewriting and short-
hand considered acceptable for beginning employees 
r Boston University 
School of Education 
Library 
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2. To determine specific types of duties with which 
new employees have had difficulty in the bookkeeping, 
stenographic, and general office areas 
3. To determine the p·articular knowledges, skills, 
personality traits, and work habits in which high 
school business graduates have been found deficient 
4. To determine the various types and makes of office 
machines used by firms in the area 
5. To determine the number of students employed by 
these business firms for part-time work, and the 
schools attended by the students 
Delimitation of the Problem 
This study was limited to business firms in the 
Greater Lawrence area, including Lawrence, Methuen, 
Andover, and North Andover. Firms involved in manu-
facturing, retail and wholesale trade, banking, insurance, , 
public utilities, transportation, and publishing were con-
tacted. All sizes of firms we~e included in the study, 
as many small businesses in the area hire high school 
graduates to take complete charge of an office, while 
other small firms employ students for part-time work. 
Justification of the Problem 
For almost one hundred years the Greater Lawrence 
area was dominated by the textile industry. Scores of 
young people who had completed their formal education 
3 
found employment in the textile mills$ However, two 
developments in recent years have changed this employment 
picture. 
First, a greater number of young people are com-
pleting their high school education. Students who, in 
the past, would have left school after the eighth grade, 
incapable of performing any work except unskilled labor, 
are now being more highly trained, especially in the 
field of business skills. 
In addition, Greater Lawrence is no longer a textile 
center. High taxes and wages have caused a mass exodus 
of the industry to the South. Many ·of the large mills 
stand vacant; some have been torn down; others have been 
subdivided to accommodate new industry. 
How have these changes in the economic situation 
in Greater Lawrence affected the high school business 
graduate? What business opportunities are available for 
these graduates? Is the business training which they 
receive in high school preparing them to perform creditably 
in the offices of th~se new industries? This study can 
serve as a means of finding answers to these questions. 
This study can also serve as an aid to the guidance 
and placement department of Tenney High School in Methuen; 
where the writer is a member of the business education 
staff. According to James B. Conant in his recent study 
of the .American high school, 11there should be one full-time 
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counselor (or guidance officer) for every two hundred fifty 
to three hundred pupils in the high school.nl However, 
Tenney High School, with over 1100 students, has but one 
full-time guidance and placement officer. Therefore, 
placement of business graduates is irregular. Should an 
employer call the school requesting that applicants be 
sent to him, arrangements are made for business students 
to be interviewed. However, no active attempt is made by 
the guidance and placement department to find employment 
for business graduates, nor can such effort be included as 
a function of the department until additional personnel are 
added to the staff. This study can be of value as a means 
of locating prospective employers of business graduates. 
Organization of Chapters 
Chapter I of this study contains the statement, 
analysis, delimitation, and justification of the problem, 
while Chapter II consists of a detailed background of the 
study. A review of related literature comprises Chapter III. 
Chapter IV includes a list of the procedures used in com-
pleting the study, and Chapter IV sets forth a tabulated 
1conant, James B., -The American High School Today, 
McGraw-Hill Book Company, Inc., New York, 1959, p. 44. 
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analysis or the results or the survey. The final chapter 
includes a summary or the findings, and recommendations 
for improving the curriculum or the business department 
of Tenney High School, Methuen. 
CHAPTER II 
BACKGROUND OF THE STUDY 
The city of Lawrence, which consists of an area of 
4,577 acres, is located 26 miles north of Boston.l 
Lawrence is the financial and mercantile center for the 
surrounding towns of Methuen, Andover, and North Andover. 
In 1950 the population of Lawrence was 80,536, while that 
of the neighboring towns previously mentioned was 28,778, 
totaling 109,314 for the Greater Lawrence area.2 Economic 
developments during the past 15 years have revolutionized 
industry in Greater Lawrence~ with almost complete domina-
tion by textile manufacturing having gradually given way 
to diversifica~ion of industry. 
Prior to the middle of the nineteenth century, the 
economic activity of the area was predominantly agricultural. 
The city of Lawrence had not yet been founded, and the 
manufacturing industry in the towns of Methuen, Andover, 
and North Andover consisted solely of a few, small, local 
firms engaged in the production of paper, pianoforte 
cases, hats, bricks, and soap. However, during the early 
period of growth, industry expanded more rapidly in the 
1Dorgan, Maurice B., History of Lawrence, Massachusetts, 
published by the author, Lawrence, 1924, p. 66. 
2Encyclopedia Britannica, Inc., "Index to Political-
Physical Maps, 11 Encyclopedia Britamiica World Atlas, 
William Benton, Chicago, 1957, pp. 298-413. 
• 
city of Lowell, nine miles up the Merrimack River, and 
venturesome operators of Lowell industry recognized the 
potential for industrial development in the down-river 
area. 
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In March, 1845, a group of these enterprising business-
men incorporated the Essex Company for the purpose of pro-
meting industry in the area now known as Greater Lawrence-
In less than a month the amount of one million dollars had 
been subscribed, and the Essex Company began its develop-
ment of industry. The first activity of the company was 
the building of a dam on the Merrimack River. Construc-
tion was begun in the summer of 1845 and completed three 
years later. Other activities of the Essex Company 
included the building of streets, a drainage system, canals, 
fi~ty brick dwellings, a large boarding house, a reservo~r, 
a common, and several parks. Finally, in 1847, parts of 
the towns of ~ethuen and Andover. were incorporated as the 
town of Lawrence, with a population of 6,000, and six years 
later Lawrence became a city. 
The city weathered the financial panic of the late 
1850'~, and by 1865 eight mills had been built. Expansion 
of the industry continued through the next fif.ty years with 
the construction of several new mills. The constant immigra-
tion of European groups provided workers, and Lawrence 
became known as the '•Textile Center of the World. u3 
3 Dorgan, ££• cit., pp. 24-30 
• 
• 
By 1924 over 35,000 citizens of Greater Lawrence 
were employed in the textile plants, with distribution 
as shown in Table 1.4 
TABLE 1 
EMPLOYEES OF TEXTILE MILLS OF 
GREATER LAWRENCE, MASSACHUSETTS, 1924 
Mill Employees 
American Woolen Company* 15,000 
Pacific 8,000 
Arlington 7,000 
Everett 2,000 
Shawsheen 1,500 
Acadia 1,100 
Kunhardt 1,000 
Total 35,600 
~t-Including the Wood, Washington, Ayer, 
and Prospect Mills 
8 
Layoff of employees, caused by high taxes and wages, 
began gradually after World War II. In 1957 not one of 
these large mills remained in operation. Table 2 gives 
the year when each of the large mills terminated production.5 
4Ibid, pp. 112-118 
5unpublished information obtained from the Greater 
Lawrence Chamber of Commerce. 
•• 
TABLE 2 
CLOSING DATES OF THE LARGE TEXTILE MILLS 
OF GREATER LAWRENCE, MASSACHUSETTS 
Closing 
Mill Date 
.Washington 1949 
Everett 1949 
Prospect 1949 
Acadia 1952 
Arlington 1952 
Ayer 1952 
Kunhardt 1953 
Shaw sheen 1953 
Wood 1954 
Pacific 1957 
However, the economic outlook of Greater Lawrence 
9 
is not bleak. Sixty-five new industries employing close 
to 20,000 people have come to Greater Lawrence since 
1950.6 The largest of these firms are listed in Table 3, 
with the number of people employed by each firm, the type 
of business, and the year in which the firm began opera-
tions included in the table.7 
6Ibid • 
7Ibido 
TABLE 3 
INDUSTRIES WITH 1,000 OR MORE EMPLOYEES 
WHICH HAVE STARTED OPERATIONS IN 
GREATER LAWRENCE SINCE 1950 
Type of Number of 
Firm Business Employees 
Western Electric 
Company Electronics 7,500 
Avec Mfg. Co. Missiles 2,000 
Raytheon Mfg. Co. Electronics 4,200 
Northeast Service Processing of 
Center Tax Returns 1,000 
10 
Opening 
Date 
1952 
1956 
1956 
1957 
It is in view of this changing economic picture 
that the present study is being prepared. The writer 
hopes that information regarding job opportunities and 
the opinions expressed by businessmen pertaining to 
deficiencies of their employees will effectively aid the 
placement officers, business teachers, and prospective 
business employees of Greater Lawrence. 
Chapter III deals with a review of literature related 
to this study. 
CHAPTER III 
REVIEW OF RELATED LITERATURE 
One of the best ways for the school to assess the 
effectiveness of its business education training is by 
surveying the businessmen of the community, who are in 
an excellent position to evaluate the performances of new 
employees and to detect weaknesses in training. The 
criticisms, comments, and suggestions of these employers 
are invaluable in the revision of the high school business 
curriculum. 
In addition, it is only through contact with business-
men that students can be placed in jobs suited to their 
personalities and abilities, and that high school class-
rooms can be equipped with the makes and types of office 
machines used in the community. 
Many studies of local business conditions have been 
conducted in the past, both in Massachusetts, and in other 
localities. It is the purpose of this chapter to review 
the results of similar community surveys in regard to the 
following factors: (1) the sources used to obtain new 
employees, (2) factors considered important in the selec-
tion of new employees, (3) the use of pre-employment tests, 
and (4) the deficiencies in skills, character traits, and 
work habits observed in new employees. 
12 
Sources of Obtaining Job Applicants 
The community surveys reviewed as background 
material for this study revealed that the high school 
placement services and personal applications of prospective 
employees were named most frequently by businessmen as 
:.sources of obtaining new office employees. Newspaper 
advertisements were third in frequency. Only one study 
revealed that the employers relied ~vily upon the 
private employment agency as a method of securing new 
personnel. 
In a survey of New Bedford business firms in 1952, 
Catherine E. Rochel 'discovered that 40 per cent of the 
firms included~in the survey depended upon the recommenda-
tions of other employees in the hiring of new personnel, 
35 per cent used the New Bedford High School guidance and 
placement service, and 27 per cent used letters of appli-
cation and personal applications to secure new office 
employees. 
2 Catherine E. Delaney conducted a similar study of 
Framingham firms in 1955. The results of this study showed 
1Roche,· Catherine E. 1 Survey of Eighty New Bedford 
Business Firms and ~ Job-Activity Analysis of Employees 
in Selected New Bedford Businesses, Master's Thesis, 
Boston University, 1952, p. 92. 
2 Delaney, Catherine E., A Survey of Businessmen in 
Framingham, Massachusetts, and of Recent Business Graduates 
from Framingham High School to Determine the Effectiveness 
of the High School Business Curriculum, Master's Thesis, 
Boston University, 1955, p. 6o. · 
that 
• • • the high school was the most 
frequently used source to obtain 
employees. Newspaper ads were second, 
and the personal application was the 
third most frequently used source to 
obtain employees used by the firms in-
terviewed. 
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In a study of N.atick business firms in 1951, Barbara 
Walsh3 discovered that personal application of the pros-
pective employee was considered by businessmen the best 
means of securing initial employment. In addition, 
50 per cent of the employers included in the study also 
reported contacting the schools to provide employees. 
In the study of Berlin-New Britain, Connecticut, busi-. 
nessmen conducted in 1953, Agnes T. Quill reported that the 
majority of the businessmen in that area also relied on the 
personal application to fill openings in their business 
offices. The school placement services were used by 62 
per cent of. the 75 firms included in the Quill study.4 
The Boston area seems to be the only one of those 
reviewed that relied to any extent on the private employ-
ment agencyQ Ninety-one of the 128 firms included in a 
3walsh, Barbara, A Community Survey of Business Firms 
with Implication for Improving the Business Education 
Program of Natick High School, Natick, Massachusetts, 
Master's Thesis, Boston University, 1951, p. 74. 
4Quill, Agnes T., Survey of 12 Businessmen in the 
Berlin-New Britain Area of Connecticut to Determine What 
the Busines·sman ExpectS of the Beginning-Office Worker;-
Master1s Thesis, Boston University, 1953, p. 57. 
14 
study by Ida-Marie Be·tti,5 in 1954, reported the use of 
this source as a means of securing job applicants. Next 
in frequency in the Betti study were the high school place-
ment ser-Vices,. followed by newspaper advertisements. 
Factors in the Selection of New Employees 
In the surveys reviewed, the appearance of the appli-
cant figured prominently in the list of factors considered 
by businessmen to be important in the selection of per-
sonnel. Quill found that of the 75 Connecticut firms 
surveyed, ttappearance was considered a very important factor 
when hiring ·office employees by a total of 74 employers•"6 
In the Betti study, employers were asked to rate 
various factors as either very important, important, or 
unimportant in the hiring of employees. Appearance and 
training were those traits most frequently rated as very 
important factors for initial employment; appearance and 
business courses·taken were most frequently listed as 
either important or very important; and recommendations of 
teachers and high school grades were rated least often 
as either important or very important. In addition, 
personality, attitude, interest, and penmanship were 
5Betti, Ida-Marie, A Survey of 128 Greater Boston Business 
Firms to Determine Some of the Deficiencies of New Office 
Employees, Master's Thesis, Boston University; 1954, p. 37. 
6Quill, ££• cit., p. 57. 
• 
• 
7 
considered important by many of the employers. 
15 
In the New Bedford study Roche found that "74 of the 
80 respondents considered appearance to be the most 
important consideration in the hiring of new employees, and 
nine of these added that the personal impression made 
during the interview.was the determining factor. 118 . 
In the study of_ Framingham firms by Delaney, the 
questionnaire employed did not ask for specific factors 
considered important in the selection of personnel, bu~ 
elicited in~ormation on the types of high school records 
which employers requested when hiring new employees. The 
recommendations of teachers were found to be considered 
most important, with scholastic and personal attendance 
9 
records also requested by many of the employers. 
The Use of Pre-Employment Tests 
In none of the surveys included in this review was 
it found that more than half of the businessmen interviewed 
used pre-employment tests to select new employees. Delaney 
found that only 11 of the 30 Framingham firms surveyed 
used such tests. Of those who did administer tests, the 
typewriting, shorthand, intelligence, and aptitude tests 
7Betti, QE· citl, pp. 37-38. 
8 92-93 Roche, QE• cit., pp • 
9Delaney, QE• cit., p. 6o 
---
16 
were most frequently used. Employers in ·the Framing~am 
area required beginning speeds of 40-60 words per minute 
in typing, and 80-100 words per minute in shorthand.lO 
Roche found that only 23 per cent of the New Bedford 
area firms surveyed used employment tests. Those who used 
typewriting and stenography tests considered 50 words per 
minute a minimum requirement for typing material of average 
difficulty, and 80-100 words per minute a minimum require-
ment for taking dictation of average difficulty. 11 
In the Connecticut study Quill found that less than 
half of the employers who responded to the questionnaire 
used tests. The typewriting, stenographic, and clerical 
tests were the most frequently named by the 35 firms who 
used such tests.· The average typewriting speed required 
was 44 words per minute, and the average dictation speed, 
81 words per minute.l2 
that 
Concerning the use of employment tests, Walsh found 
••• a majority of the reporting 
employers have no set standards for 
typing, dictation, and filing. 
Reasonable speed and accuracy were 
the standards given by most employers.l3 
The Boston firms surveyed by Betti indicated that 
10Ibid 
--' 
p. 59. 
11Roche, 2.£· cit., p. 93. 
12Quill, QE_. cit., p. 57. 
13 
75. Walsh, QQ. cit., p. 
• 
about half administered tests to applicants.l4 In this 
study the employers were not asked to specify the types 
of tests which they used. 
1.7 
Deficiencies in Skills, Character Traits, and Work Habits 
In the Betti study the Boston businessmen listed the 
following job preparation deficiencies as being most 
common in their employees: inability to compose letters, 
poor punctuation, poor spelling, inability to write legibly, 
and failure to check work for accuracy. In addition, the 
firms indicated that their employees had developed insuf-
ficient skill in filing, using calculating machines, and 
using duplicating machines. Employees had also acquired 
insufficient speed in typewriting, taking dictation, and 
transcribing notes.l5 
Deficiencies in personality traits reported in the Betti 
study were tardiness, lack of initiative, tendency to waste 
time, poor organization of work, lack of willingness to 
do 11li ttle extras,u poor grooming, and lack of courtesy .16 
In the Walsh study, the Natick business firms reported 
that the areas of English, mathematics, bookkeeping, and 
spelling need greater emphasis in the high school program. 
A sense of responsibility to the employer, accuracy, and 
14 8 Betti, Q.E• cit., p .. 3 • 
15Ibid, p. 38. 
16 Ibid, p. 40. 
• 
1.8 
courtesy were the personality traits and work habits 
indicated by the employers as needing greater attention.l7 
Of the comments made by the Framingham businessmen 
in the Delaney study, the most frequent was the suggestion 
~hat a review course in arithmetic fundamentals be included 
in the high school curriculum during the senior year.l8 
Roche writes that in New Bedford nthe most common de.-. 
ficiencies noted in new employees were the failure to check 
work for accuracy, and lack of ability to compose letters.ttl9 
The Connecticut businessmen included in the Quill study 
were of the opinion that the subjects needing more attention 
in high schools were mathematics, typewriting, grammar, and 
shorthand. The ability to follow directions, correct use 
of the telephone, accuracy in record keeping, and pride in 
work were also mentioned 'by the Connecticut firms as need-
ing more emphasis.20 
These studies are but a few of those that have been 
conducted in various areas to elicit comments and sugges-
tions from businessmen as a basis for improving the quality 
17 Walsh, ££• cit., Pe 75. 
18 
Delaney, ££• cit., p. 69. 
19 Roche, ££• cit., p. 93. 
20 Quill, ££• cit., pp. 57-58 • 
19 
of the high school business program. They have served as 
background material for the present study. 
The procedures used to survey the business firms in 
Greater Lawrence are presented in Chapter IV. 
CHAPTER IV 
METHODS AND PROCEDURES 
Outline of Procedural Steps 
The steps taken to complete the survey of Greater 
Lawrence business firms to determine job opportunities for 
high school business graduates and deficiencies of new 
employees are listed below. 
1. Permission was obtained from the principal of 
Tenney High School, Methuen, Massachusetts, and the 
superintendent of the Methuen school system. 
2. Literature dealing with similar research projects 
was examined as background material for this study. 
3. A aeries of specific purposes to be included in 
the study was devised. From these a questionnaire was 
p~epared and presented to a seminar group at Boston 
University for suggestions and revisions. 
4. Letters of transmittal explaining the purpose of 
the study and enlisting the aid of the recipient were 
prepared. 
5. The revised questionnaire and letters of trans-
mittal were sent to 200 business firms in the Greater 
Lawrence area. 
6. Two weeks after the questionnaire had been sent 
out, a postal-card reminder was_mailed to those businessmen 
21 
who had failed to reply· to the questionnaire. 
7. The data from the completed questionnaires were 
tabulated and analyzed. 
8o A summary of the data received was formulated, 
and recommendations were prepared from the summary. 
Explanation of Specific Steps 
Preparation of the Questionnaire. Extreme care was 
taken that the questionnaire be brief, yet inclusive, 
and that as many items as possible be answerable by the 
use of check marks to facilitate the completion of the 
form by the respondentG 
Selection of Business Firms. A list of manufacturing 
firms in Greater Lawrence was obtained from the Greater 
Lawrence Chamber of Commerce. The list was divided into 
groups according to the number of employees, and all the 
large firms in the area were included in the study. 
A list of business firms engaged in fields other 
than manufacturing was compiled with reference to the 
classified section of the local telephone book. In 
addition, firms where Tenney High School students were 
employed for part-time office work, and where former 
students were employed for full-time work were also ct ·-
.1. ne'b'tided. 
22 
Follow-up of the Questionnaireo Two weeks after the 
questionnaires were sent to 200 businessmen in Greater 
Lawre~ce, those who had failed to respond were sent a 
postal-card reminder. Despite the reminder, the number 
of responses was .still considered insufficient to com-
plete this study. 
Twenty-five additional firms were then selected for 
the survey. Phone calls were made to the office managers 
of these firms to obtain their names, enlist their aid, 
and arouse their interest in the study. All of these 
firms returned the completed questionnaires promptly. 
In total, 225 firms were contacted, and the number 
of usable questionnaires received was 87. The informa-
tion obtained from these questionnaires is tabulated and 
analyzed in Chapter V. 
CHAPTER V 
.ANALYSIS AND INTERPRETATION OF DATA 
In order to determine the extent of job oppor-
tunities a~ai~able to high school business graduates, and 
the deficiencies of new e.mployees in the Greater Lawrence 
area, a survey was made of selected firms. Information 
was obtained through the use of a carefully-devised 
questionnaire in which the businessmen were asked ques-
tions concerning the problem of this study. 
The majo~ sections of the questionnaire requested 
information ooneerning the recruitment of full-time 
personnel; the job difficulties experienced by new 
employees; deficiencies of employees in knowledges, 
skills, personality traits, and work habits; and types 
of equipment used by the firms. 
The purpose of this chapter is to set forth the 
results of the survey. 
Percentage of Questionnaires Returned 
Questionnaires were sent to a total of 225 firms. 
Eighty-seven, or 38.7 per··cent, were returned. This 
study is based upon the responses of these 87 firms. 
24 
TABLE 4 
TYPES OF BUSINESSES REPBESENTED 
IN THE SURVEY OF GBEATEB. LAWRENCE BUSINESS FIB.M:S 
Types of Business Number Per Cent 
Manufacturing 45 51.8 
B.etail and wholesale trade 21 24.1 
Finance, insurance, and real 
estate 13 14.9 
Other 8 9.2 
Totals 87 100.0 
Table 4 shows the types of businesses in which the 
87 firms were engaged. The largest single group of 
respondents consisted of the 45 firms engaged in manu-
facturing. This group comprised 51.8 per cent of the 
firms included in the study. Twenty-one, or 24.1 per 
cent, of the firms were in the field of retail or whole-
sale trade; and 13, or 14.9 per cent, in finance, insurance, 
and real estate. Two returns were received from accountants, 
and one from each of the following: a school, a hospital, 
a newspaper, the Chamber of Commerce, a public uti~ity 
firm, and a center for processing income tax returns. 
2.5 
Recruitment of Full-Time Personnel 
The check-list used in the study contained questions 
pertaining to· the recruitment of full-time personnel. The 
employers were asked to indicate the number of high school 
business graduates employed by their firms each year. The 
information received in response to this question is set 
forth in Table .5 orl the following page. 
Table .5 shows that the number of office positions 
available yearly to high school business graduates in 
Greater Lawrence ts approximately 22.5. Although many 
firms in the area were not included in the study, the 
four largest firms ( Avco Manufacturing Corporation, 
Raytheon Manufacturing Company, Western Electric Company, 
and Northeast Service Center ) were among the respondents. 
In comparing the 22.5 available jobs with the 400 business 
students being graduated from Greater Lawrence high schools 
each year, one would conclude that close to half of these 
graduates must either further their education, seek 
employment outside the vicinity, or begin their careers 
in fields unrelated to that for which they were trained. 
It is interesting to note from Table .5 that 18 
firms regularly hire no high school business graduates. 
Either these firms require training beyond the high 
school level, or their operations are so small that they 
maintain a minimum number of office·workers. Twenty-five 
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TABLE 5 
NUMBER OF HIGH SCHOOL BUSINESS GRADUATES EMPLOYED 
EACH YEAR BY 87 GREATER LAWRENCE BUSINESS FIRMS 
Number of Employees Number of Total 
Hired.Each Year Firms Employees 
0 18 0 
1 15 15 
2 ·6 12 
1 or 2 4 6 
3 ~ 15 2 or 3 15 
4 2 8 
5 4 20 
6 1 6 
8 1 8 
10 3 30 
12 to 15 2 27 
20 3 60 
No response 11 0 
NUI)Jber varies 6 0 
Totals 87 222 
firms indicated that they hire one or two employees each 
year, while five firms accounted for 87 of the 222 openings 
reported. 
• 
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TABLE 6 
SOURCES USED BY BUSINESS FIRMS INCLUDED 
IN THIS STUDY TO. SECURE NEW EMPLOYEES 
Source 
Recommendations of other 
employees 
High school placement 
services · 
Massachusetts Division of 
Employment Security 
Newspaper advertisements 
Letters of application 
Employment agencies 
Number of Firms 
42 
40 
32 
32 
23 
6 
27 
Per Cent 
48.3 
46.0 
36.8 
36.8 
26.4 
6.9 
Table 6 indicates that ~owing a person already 
employed by a particular business firm was of benefit to 
the prospective employee. Forty-two, or 48.3 per cent, 
of the employers indicated that recommendations by other 
employees were a source used when hiring new personnel. 
Forty, or 46.0 per cent, of the employers consulted high 
school placement services. Thirty-two, or 36.8 per cent, 
of the employers used newspaper advertisements to obtain 
applicants, and the same number consulted the Massachusetts 
Division of Employment Security. Twenty-three, or 26.4 
per cent, of the employers indicated that they considered 
letters of application written by prospective employees, 
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while only six, or 6.9 per cent, of the employers consulted 
private employment agencies. One businessman stated that 
he hired new office employees on the basis of customer 
recommendations. Seven businessmen failed to answer the 
question. 
The employers were asked to indicate the importance 
of various factors in the employment of personnel by 
their firms. Table 7 on page 29 shows the responses to 
this question arranged in order of frequency of responses 
in the 11very important" column. 
Forty-two, or 48.3 per cent, of the employers con-
sidered appearance as a very important factor in the employ-
ment of personnel. Personality of the_applicant was rated 
as very important by 39, or 44.8 per cent, of the employers; 
and 33, or 37.9 per cent, weighted the recommendations of 
teachers and high school principals as very important. 
Twenty-four of the employers, or 26.6 per cent, considered 
deportment grades obtained in high school as a very 
important determinent; 15, or 17.2 per ce~t, considered 
the results of employment tests very important; whereas 
only nine employers were of the opinion that part-time 
office experience is a very important factor in hiring 
new employees. 
According to Table 7 very.few empl9yers considered 
appearance, personality, and recommendations of teachers 
and high school principals to be unimportant,~ However, 
• 
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TABLE 7 
THE IMPORTANCE OF VARIOUS FACTORS IN THE EMPLOYMENT 
OF PERSONNEL BY BUSINESS FIRMS 
INCLUDED IN THIS STUDY 
Employment Very 
Factor Important Important Unimportant 
Appearance 42 40 2 
Personality 39 43 3 
Recommendations of 
teachers and high 
school principals 33 42 3 
Deportment grades 24 44 8 
Results of employ-
ment tests 15 35 10 
Part-time office 
experience 9- 42 28 
several respondents considered deportment grades obtained 
in high school and results of employment tests as unimportant; 
and 28, or 32.2 per cent, rated part-time office experience 
in the unimportant category. 
A few of the employers indicated that factors other 
than those listed on the questionnaire entered into their 
selection of employees. Included among these, and rated 
as very important, were: initiative, character references, 
attendance record in high school, attitude of the applicant, 
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TABLE 8 
THE IMPORTANCE OF FACTORS IN EMPLOYEE SELECTION 
ARRANGED ACCORDING TO FREQUENCY OF VERY IMPORTANT 
AND IMPORTANT RESPONSES 
Employment very 
Factor Important Important Total 
Appearance 42 40 82 
Personality 39 43 82 
Recommendations of 
teachers and high 
school principals 33 42 75 
Deportment grades 24 44 68 
Part-time office 
experience 9 42 .51 
Results of employ-
ment tests 1.5 3.5 .50 
desire to accept responsibility, and school grades. 
Table 8 shows the responses pertaining to employment 
factoPs arranged in order of the frequency of the totals of 
the very important and important ratings. From this table 
it will be seen that appearance and personality of the 
applicant were considered important by 82, or 94.2 per cent, 
of the employers. In addition, more than half of the 87 
firms included in the survey considered the remaining factors 
as either very important or important. 
The respondents were asked to provide information 
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concerning the starting salaries offered to high school 
graduates employed as stenographers, bookkeepers, and 
general office workers. In each case several employers 
failed to respond to the question. It is assumed that 
these employers did not care to divulge information in 
regard to initial salary paid by their firms. 
TABLE 9 
WEEKLY STARTING SALARY OFFERED TO HIGH SCHOOL BUSINESS 
GRADUATES EMPLOYED AS STENOGRAPHERS BY 62 FIRMS 
IN GREATER LAWRENC~* 
Salary Number of Firms Per Cent** 
$35-$39 3 4.5 
$40-$44 30 48.5 
$45-$49 17 27.4 
$50-$54 10 16.3 
$55-$59 0 o.o 
$60 or more 2 3.3 
* Twenty;:-five firms did not respond 
** . Base = 62 
Table 9 indicates that the high school graduate 
employed as a stenographer is likely to be paid between 
$40 and $44 per week. Thirty of the 62 firms who answered 
this question employed their new stenographers at this 
rate of pay. Seventeen firms paid $45-$49 per week to 
new stenographers; and ten paid $50-$54 per week. None 
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of the firms reported that they paid $S5-$59 per week, 
although two firms paid $60 or more. 
TABLE 10 
WEEKLY STARTING SALARY OFFERED TO HIGH SCHOOL BUSINESS 
GRADUATES EMPLOYED AS BOOKKEEPERS BY 66 FIRMS IN 
GREATER LAWRENCE* 
Salary Number of Firms Per Cent** 
$3S-$39 1 l.S 
$40-$44 28 42.4 
$4.5-$49 17 2S.8 
$50;..$ 54 17 25.8 
$S.5-$59 0 o.o 
$60 or more 3 4 • .5 
* Twenty-one firms did not respond. 
** Base = 66 
In Table 10 information in regard to starting salaries 
offered to high.school graduates employed as bookkeepers 
is summarized. The $40-$44 range was most frequently 
indicated by the businessmen as being the starting salary 
for bookkeepers, as in the case of stenographers. Twenty-
eight of the 66 firms that answered this question indicated 
that their initial pay was between $40 and $44 per week. 
Seventeen firms offered new bookkeepers $4S~$49 per week, 
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and the same number offered $50-$54. None of the employers 
reported that they paid $55-$59 per week, but three 
indicated that they paid $60 per week or more. 
TABLE 11 
WEEKLY STARTING SALARY OFFERED TO HIGH SCHOOL BUSINESS 
GRADUATES EMPLOYED AS GENERAL OFFICE WORKERS 
BY 72 FIRMS IN GREATER LAWRENCE* 
Salary Number of Firms 
$35-$39 3 
$40-$44 46 
$45-$49 13 
$50-$54- 8 
$55-$59 1 
$60 or more 1 
* Fifteen firms did not respond. 
** Base = 72 
Per Cent** 
4.2 
63.9 
18.1 
11.0 
1.4 
1~4 
Table 11 gives salary information in regard to high 
school business graduates employed as general office 
workers. Seventy-two of the 87 firms included in the 
study responded to this question. Of these, 46, or 63.9 
per cent, indicated that they paid new general office 
workers between $40 and $45 per week. Three employers 
paid less than $40, 13 paid $45-$49, and eight paid $50-
$54. One employer. indicated that he offered a salary of 
between $55 and $59, and one paid $60 or more. 
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TABLE 12 
TYPES OF EMPLOYMENT TESTS USED BY 87 GREATER LAWRENCE 
BUSINESS FIRMS TO SELECT PERSONNEL 
Types of Test Number of Firms Per Cent 
Typewriting 41 47.1 
Stenography 30 34.5 
Clerical aptitude 23 26.4 
General knowledge 23 26.4 
Other 5 5.7 
None 30 34.5 
Table 12 summarizes the responses of the 87 business-
men in regard to the types of employment tests used by 
their firms in selecting personnel. Fifty-seven of the 
firms reported the use of some type of employment test in 
the selection of new employees. Forty-one of the firms 
used a typewriting test, 30 used a stenography test, 23 of 
the firms tested applicants in the area of clerical aptitude, 
and 23 administere~ a general knowledge test. Five of the 
employers indicated that they administered other types of 
tests; included in this group were the following: Otis 
Arithmetic, Wonderlic Personnel, Activity Vector Analysis, 
filing test, and spelling test. One employer selected new 
office employees on the basis of a week's trial employment. 
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TABLE 13 
TYPEWRITING SPEED CONSIDERED ACCEPTABLE FOR NEW EMPLOYEES 
AS REPORTED BY 87 GREATER LAWRENCE BUSINESS FIRMS 
Speed Number of Firms Per Cent 
Under 3 0 wpm* 1 1.2 
30-39 1 1.2 
40-49 .20 23.0 
50-59 12 13.7 
6o or over 9 10.3 
No response 44 50.6 
* Words.per minute 
Table 13 gives information on the levels of speed in 
typewriting which employers expected their new personnel to 
attain. The most frequently named speeds in typewriting 
were in the range of 40-49 words per minute, with 20, or. 
23.0 per cent, of the employers indicating this standard. 
A speed of between 50 and 59 words per minute was expected 
by 12, or 13.7 per cent, of the employers; while 60 words 
per minute or more was required by nine. More than half 
of the employers,· or 50.6 per cent, did not respond to the 
question. 
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TABLE 14 
DICTATION SPEED CONSIDERED ACCEPTABLE FOR NEW EMPLOYEES 
AS REPORTED BY 87.GREATER LAWRENCE BUSINESS FIRMS 
Speed Number of Firms Per Cent 
Under 60 wpm* 4 4.6 
60-69 3 3.4 
70-79 4 4.6 
80-89 14 16.1 
90-99 3 3.4 
100-109 4 4.6 
Over 109 1 1.2 
No response 54 62.1 
* Words per minute 
Table 14 shows that a shorthand speed of between 80 
and 89 words per minute was expected by 14, or 16.1 per 
cent,. of the employers included in the study. Speeds of 
less than 80 wo~ds per minute were named by 11, or 12.6 
per cent, of the emplo~ers; whereas eight employers; or 
9.2 per cent, expected prospective employees to have 
developed a dictation speed greater than 89 words per 
minute. One employer indicated that he required 120 words 
per minute. Fifty-four, or 62.1 per cent, failed to answer 
the question .. 
• 
• 
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Performance of Duties 
The employers were asked to indicate the particular 
duties in the areas of bookkeeping, stenography, and 
general office work with which their new employees had 
difficulty. Thirty-seven, or 42.5 per cent, of the employers 
indicated no difficulties in the bookkeeping area; 20, ·or 
23 per cent, reported no difficulties in the stenographic 
area; and 20 reported no difficulty in the general off!ce 
area. However, these responses cannot be construed to"mean 
that all of these employers had found their employees satis-
factory in every respect, for some who did not check 
difficult~es in particular areas indicated that they did 
not hire high school graduates in these categories. 
Table 15 on the following page sets forth the list 
of duties with which new bookkeeping employees had diffi-
culty. The most common of these pertained to bank recon-
ciliations, with 23, or 26.4 per cent, of the employers 
reporting this difficulty. Difficulty with payroll work 
was indicated by 20, or 23.0 per cent, of the employers; 
and difficulty in the posting of entries had been observed 
by 17, or 19.5 per cent. Difficulty on the part of 
employees in the computing and recording of taxes was 
reported by 15 employers, or 17.2 per cent; and employees 
of 14, or 16.1 per cent, ~f the firms bad difficulty with 
the following duties: billing, journalizing, and keeping 
• 
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TABLE 15 
DUTIES WITH WHICH NEW BOOKKEEPING EMPLOYEES HAVE DIFFICULTY 
AS REPORTED BY 87 FIRMS IN GREATER LAWRENCE 
Duty Number of Firms Per Cent 
Bank reconciliations 23 26.4 
Payroll work 20 23 .o 
Posting 17 19.5 
Tax computations 15 17.2 
Billing 14 16.1 
Journalizing 14 16.1 
Keeping complete 
16.1 set of books 14 
Other 5 5.7 
No response 37 42.5 
a complete set of books. Other difficulties listed by the 
businessmen included failure to check work for accuracy, 
poor spelling, and difficulty in learning to operate 
bookkeeping machines. 
4t·· 
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rr'ABLE 16 
DUTIES WITH WHICH NEW STENOGRAPHIC EMPLOYEES HAVE DIFFICULTY 
AS REPORTED BY 87 FIRMS IN GREATER LAWRENCE 
Duty Number of Firms Per Cent 
·composing letters 44 so.6 
Typing letters 27 31.0 
Typing stencils 20 23.0 
Transcribing from 
·.dictating machine 19 21.8 
Typing tabulations 12 13.8 
Typing business forms 5 5-7 
Typing envelopes 5 5.7 
Other 8 9.2 
No response 20 23.0 
In the stenographic area the difficulty reported most 
frequently by businessmen was that of composing mailable 
letters for the employer. This difficulty was indicated 
by 44, or 50.6 of the respondents. One employer stated 
that he had yet to hire a graduate of either Tenney High 
School in Methuen, or Lawrence High School, who co~ld 
compose a mailable letter without training by his firm. 
Twenty-seven, or 31.0 per cent, of the employers indicated 
that their stenographers had difficulty typewriting letters, 
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and 20, or 23.0 per cent, ~ndicated difficulty in type-
writing stencils and master sheets. The employees of 
19 firms, or 21.8 per cent, of those included in the study 
bad evidenced difficulty in transcribing from dictating 
machines, and the employees of 12 firms, or 13.8 per cent, 
had shown difficulty in typewriting tabulations. Only 
five firms reported difficulty in the typewriting of busi-
ness forms, and the same number had noticed difficulty in 
the typewrit~ng of envelopes. One respondent stated that 
high school graduates who had workett for his firm tended 
to place the direct address too high on the envelope. 
Other difficulties in the stenographic area listed 
by the respondents included the following: difficulty in 
becoming oriented to the job, poor knowledge of brief 
forms, poor spelling, failure tq produce neat work, and 
poor letter placement. One employer stated that high school 
business graduates employed by his firm were afraid to ask 
questions when taking dictation, and thus produced letters 
which contained errors. 
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TABLE 17 
DUTIES WITH WHICH NEW GENERAL OFFICE EMPLOYEES HAVE DIFFICULTY 
AS REPORTED BY 87 FIRMS IN GREATER LAWRENCE 
Duty Number of Firms Per Cent 
.Answering telephone 32 36.8 
Filing 30 34.5 
Figuring and checking 
invoices 29 33.3 
Mailing 3 3.4 
No response 20 23.0 
Difficulties in the general office area reported by 
employers are set forth in Table 17. Thirty-two, or 
36.8 per cent, of the employers indicated that their 
employees had difficulty in answering the telephone; diffi-
culty in filing was reported by 30, or 34.5 per cent, of 
the firms; and difficulty in figuring and checking invoices 
by 29, or 33.3 per cent. The employees of only three of 
the firms had displayed difficulty in mailing. Other 
difficulties in this area stated by the businessmen 
included insufficient knowledge of measurements and deci-
mals, and difficulty in the checking of inventory records. 
Deficiencies of High School Business Graduates 
The check,-list contained questions concerning 
deficiencies in tr~ining observed by the employers in 
regard to particular knowledges, skills, personality 
traits, and work habits of their employees. 
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In Table 18 the deficiencies in knowledges and skills 
are summarized. Poor spelling was the item most frequently 
named by the employers, with 3?, or 42.5 per cent, having 
observed this deficiency in their employees. In each of 
the following areas between one-fourth and one~third of 
the employers stated that their employees were deficient: 
the ability to write acceptable English, the ability to. 
perform the arithmetic fundamentals, the use of punctuation, 
answering th_e telephone, the use of office machines, knowl-
edge and skill in stenography, and the ability to type 
rapidly and accurately. One employer indicated that his 
emplpyees had not had sufficient practice in the use of 
electric typewriters. Twelve employers, or 13.8 per cent, 
cof those included in the study failed to respond to this 
question. It is assumed that these employers. had noticed 
no deficiencies in the knowledges and skill training of 
their employees. 
The deficiencies in personality traits and work 
habits reported by the businessmen surveyed are presented 
in Table 19 on page 44. The tendency to waste time and 
TABLE 18 
DEFICIENCIES IN KNOWLEDGES AND SKILL TRAINING 
OF HIGH SCHOOL BUSINESS GRADUATES EMPLOYED BY 
87 GREATER LAWRENCE FIRMS 
Deficiency 
Poor spelling 
Lack of ability to write acceptable English 
Poor punctuation 
Inability to perform arithmetic fundamentals 
~ability to answer telephone correctly 
Insufficient skill in machine operation 
Inabil~ty to type rapidly and accurately 
Insufficient skill in' stenography 
Poor penmanship 
Lack of ability to speak acceptable English 
Insufficient knowledge of filing 
Insufficient knowledge of bookkeeping 
Lack of experience on electric typewriter 
No response 
Number of 
Firms 
37 
29 
29 
28 
26 
26 
22 
22 
22 
20 
19 
14 
1 
12 
44 
TABLE 19 
DEFICIENCIES IN PERSONALITY TRAITS AND WORK HABITS 
OF HIGH SCHOOL BUSINESS GRADUATES EMPLOYED 
BY 87 GREATER LAWRENCE FIRMS . 
Deficiency 
Tendency to waste time 
Failure to check work for accuracy 
Failure to use common sense 
Lack of initiative 
Lack of interest in work 
Failure to organize work properly 
Inability to work under pressure 
Poor attendance 
Tardiness 
Emotional instability 
Inability to follow directions 
Poor grooming 
Inability to get along with others 
No response 
Number of 
Firms 
37 
37 
33 
28 
27 
24 
22 
18 
15 
10 
9 
5 
4 
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the failure to check work for accuracy were the most 
frequently noted deficiencies. Thirty-seven, or 42.5 per 
cent, of the employers had observed these traits in their 
high school business employees. Thirty-tnree employers, 
or 37.9 per cent, indicated a failure on the part of their 
employees to use common sense. Between one-fourth and 
one-third of the employers reported the following defi-
ciencies in personality traits and work habits: lack of 
initiative, lack of interest in work, failure to organize 
work properly, and inability to work under pressure. At 
least one-tenth of the employers stated that the following 
deficiencies were prevalent in their employees: poor 
attendance, emotional instability, inability to follow 
directions, and tardiness.- Only five employers indicated 
that their employees evidenced poor grooming; and four, 
the inability to get along with others. Sixteen, or 18.4 
per cent, of the firms included in the study reported no 
deficiencies. 
Included among other deficiencies reported by employers 
were the following: inability to adapt to work, giddiness, 
improper office attire, and lack of poise. One employer 
stated that employees did not give reasonable notice when 
leaving the employ of his firm, and suggested that this 
phase of business ethics be stressed in the high school 
program. 
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Equipment 
The respondents were asked to report the types and 
makes of office machines used in the offices of their firms. 
Tables 20 through 27 summarize the data received in responee 
to the questionnaire. 
TABLE 20 
DUPLICATING MACHINES IN USE IN THE OFFICES 
OF 87 GREATER LAWRENCE BUSINESS FIRMS 
Malte of Machine Number of Firms Per Cent 
Ditto 29 33.3 
A. B. Dick 24 27.6 
Multigraph-Multilith 12 13.8 
Standard 6 6.9 
Gestetner 3 3.4 
Other 4 4.6 
None 24 27.6 
Table 20 shows that the Ditto duplicating machine was 
in. use in the offices of 29, or one-third, of the firms 
included in the study. The A. B. Dick mimeograph machine 
was used in 24 firms, or 27.6 per cent. Twelve firms 
reported the use of the Multigraph; six, the Standard 
• 
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duplicator; and three, the Gestetner. Among the other 
duplicating machines listed by the employers were the 
Autostat, Coronet, and Old Town. Twenty-four firms did 
not use duplicating machines at the time of the study. 
TABLE 21 
DICTATING MACHINES IN USE IN THE OFFICES 
OF 87 GREATER LAWRENCE BUSINESS FIRMS 
Make of Machine Number of Firms 
Audograph 18 
Ediphone 10 
Dictaphone 7 
Soundscriber 7 
Stenorette 3 
Other 2 
None 44 
Per Cent 
20.7 
11.5 
8.0 
8.0 
3.4 
2.3 
so.6 
Table 21 presents data on the makes of dictating 
machines in use by the 87 firms included in the study. 
Of the 43 firms which used dictating machines, 18 firms, or 
20.7 per cent, indicated that they used the Audograph. The 
Ediphone was used by ten firms; the Dictaphone, by seven; 
the Soundscriber, by seven; and the Stenorette,.by three 
firms. Both the Dictet and the Comptometer transcribing 
• 
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machines were used by one :firm.. Forty-four respondents, 
or 50.6 per cent, indicated that dictating machines were 
not used in the o:ffices of their :firms. 
TABLE 22 
FULL-KEYBOARD ADDING MACHINES IN USE IN THE OFFICES 
OF 87 GREATER LAWRENCE BUSINESS FIRMS 
Make of Machine Number of Firms Per Cent 
Burroughs 40 46.0 
Victor 14 16.1 
Clary 7 8.0 
Allen-Wales 6 6.9 
National 5 5·7 
Monroe 4 4.6 
Other 3 3.4 
None 34 39.1 
Table 22 shows that the Burroughs full-keyboard 
adding machine was used by 40, or 46.0 per cent, of the 
:firms surveyed. The Victor was used by 14 firms; and the 
Clary, by seven. The Allen-Wales was used by six firms; 
the National, by five; and the Monroe, by four. Other 
full-keyboard adding machines reported in use were the 
Friden, the Marchant, and the Remington Rand. Thirty-:four 
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respondents stated that their firms did not use full-
keyboard adding machines. 
TABLE 23 
TEN-KEY ADDING MACHINES IN USE IN THE OFFICES 
OF 87 GREATER LAWRENCE BUSINESS FIRMS 
Make of Machine Number of Firms Per Cent 
Remington Rand 28 32.2 
Underwood Sundstrand 23 26.4 
Burroughs 19 21.8 
Friden 18 20.7 
Monroe 13 14.9 
Other 16 18.4 
None 17 19 • .5 
The data on ten-key adding machines are presented in 
Table 23. The Remington Rand machine was listed as being 
used by 28, or 32.2 per cent, of the firms; and the Under-
wood Sundstrand by 23, or 26.4 per cent. The Burroughs 
was used by 19 firms; the Friden, by 18; and the Monroe, 
by 13. Among the other ten-key adding machines reported 
in use were the Olivetti, the Marchant, and the Victor. 
Ten-key addi~g machines were not used by 17, or 19 • .5 per 
cent, of the firms represented in the study. 
TABLE 24 
KEY-DRIVEN CALCULATORS IN USE IN THE OFFICES 
OF 87 GREATER LAWRENCE BUSINESS FIRMS 
.50 
Make of Machine Number of Firms Per Cent 
Burroughs 14 16.1 
Comptometer 9 10.:3 
Olivetti 4 4.6 
Monroe 3 3.4 
Plus 1 1.2 
None 
.59 67.9 
Information pertaining to key-driven calculators in 
use in the offices of Greater Lawrence business firms is 
set forth in Table 24. Of the 28 firms which utilized 
key-driven calculators, the Burroughs machine was reported 
by 14 firms; the Comptometer, by nine firms; the Olivetti, 
by four; the Monroe, by three; and the Plus by one firm. 
It is interesting to note that 67.9 per cent of the firms 
surveyed did not use key-driven calculators at the time of 
the study. 
TABLE 2.5 
ROTARY CALCULATORS IN USE IN THE OFFICES 
OF 87 GREATER LAWRENCE BUSINESS FIRMS · 
.51 
Make of Machine Number of Firms Per Cent 
Friden 40 46.0 
Monroe 19 21.8 
Marchant 13 14.9 
Victor 1 1.2 
None 40 46.0 
Table 25 presents data concerning rotary calculators 
in use in the offices of Greater Lawrence business firms. 
Of the 4.7 respondents who indicated that this type of 
machine was used by their firms, 40, or 46.0 per cent, 
indicated the use of the Friden rotary calculator. Niife..;;~' 
teen, or 21.8 per cent, of the employers reported the use. 
of the Monroe; 13, or 14.9 per cent, of the firms utilized 
Marchant rotary calculators; and one firm used a Victor 
machine. The rotary calculator was not used by 40, or 
46.0 per cent, of the 87 firms included in the study. 
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TABLE 26 
ELECTRIC TYPEWRITERS IN USE IN THE OFFICES 
OF 87 GREATER LAWRENCE BUSINESS FIRMS 
Make of Machine Number of Firms 
I. Be M. 37 
Royal 22 
Remington Rand 10 
Underwood 8 
L. c. Smith 1 
None 34 
.52 
Per Cent 
42.,5 
2,5.3 
11.,5 
9.2 
1.2 
39.1 
Table 26 shows that electric typewriters were reported 
in use by .53 of the Greater Lawrence firms included in the 
study. The I. B. J.VI. electric typewriter was used by 37 
firms; the Royal, by 22 frirms; the Remington Rand, by ten 
firms; and the Underwood, by eight firms. One respondent 
reported the use of the L. C. Smith electric typewriter. 
Thirty-four firms, or 39.1 per cent, indicated that 
electric typewriters were not used in their offices at 
the time of the study. 
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TABLE 27 
OTHER OFFICE MACHINES USED BY 
87 GREATER LAWRENCE BUSINESS FIRMS 
Machine Number of 
Burroughs Bookkeeping Machine 
National Bookkeeping Machine 
Stenotype 
Teletype 
Addressograph 
Pitney-Bowes ~il Machine 
Protective Check-Writer 
Remington Rand Printing Calculator 
(ten-key) 
5 
4 
3 
2 
2 
1 
1 
1 
The employers were asked to list any additional 
53 
Firms 
office machines in use by their firms. As shown in Table 27, 
19 firms reported the use of other machines. Of these, 
nine indicated that their firms used bookkeeping machines. 
Other machines reported in use in the offices of Greater 
Lawrence business firms included the following: Stenotype, 
Teletype, Addressograph, Remington Rand ten-key printing 
calculator, Protective check-writer, and Pitney-Bowes 
mail machine • 
Part-Time Personnel 
The 87 business firms reported a total of 55 high 
school business students employed for part-time work. 
Table 28 shows the distribution of these students among 
the high schools of Greater Lawrence. 
TABLE 28 
SCHOOLS ATTENDED BY 55 HIGH SCHOOL BUSINESS STUDENTS 
EMPLOYED FOR PART-TIME WORK BY 
87 GREATER LAWRENCE BUSINESS FIRMS 
High School Attended Number of Students 
Lawrence 24 
Methuen 17 
Andover 3 
st. Mary's 3 
st. Patrick's 3 
St. Theresa's 2 
Central Catholic 1 
.North Andover 1· 
Sacred Heart 1 
Total 55 
It will be noted from Table 28 that almost three-
quarters of the students· employed for part-time work 
attended either Lawrence High School or Tenney High School, 
• 
• 
.5.5 
Methuen, with 24, or 4).6 per cent, from Lawrence; and 
17, or 30.9 per cent, from Methuen. All other high schools 
in the area were represented in the firms included in this 
study by at least one student. 
Miscellaneous 
The respondents were asked to indicate whether or 
not they wished to receive a yearly list of the names and 
addresses of highly recommended business students at 
Tenney High School, Methuen. Fifty-four, or 62.1 per 
cent, of the employers indicated.that they would like to 
receive such a list; 23, or 26.4 per cent, of the firms 
answered in the negative; and ten, or 11 • .5 per cent, of 
the firms did not respond. 
Twenty-seven businessmen reported that their firms 
would be willing to send representatives to address the 
Tenney High School Chapter of the Future Business Leaders 
of America; and 42, or 48.3 per cent, of the respondents 
indicated that visits of small groups of students to their 
firms would be permitted • 
• 
Comments Made by Businessmen Concerning the 
Preparation of Students for Business 
In the checkLlist sent to business firms, the busi-
nessmen were invited to offer suggestions regarding the 
training of high school business students. Nineteen 
respondents availed themselves of the opportunity to 
express their opinions. A summary of these comments follows. 
The first group deals with suggestions for placing more 
stress on particular subject matter areas. 
I would make sure that each student 
understands the reason for each step in 
bookkeeping. We have actually had bright 
girls who did not know the difference 
between a debit and a credit. 
Very few high school graduates know how 
to file correctly. 
There is a continual need for competent 
stenographers and bookkeepers, especially 
machine bookkeepers. 
A thorough knowledge of the alphabet 
should be taught to all high school students. 
The second group of comments pertained to personality 
traits and work habits. 
The schools fail to impress the student 
with the fact that there are but two grades 
of work: good and poor. 
• 
• 
Students should be impressed with the 
need for using their own common sense. When 
they step into the business world, they should 
leave their immature ideas behind. Above all, 
they should be willing to learn from those 
who have had more experience. 
The thing I notice most about high school 
graduates is that they apparently have bad no 
training in how to conduct themselves in a 
business office. They seem to think they are 
still in school, and at recess, at that. It 
usually takes about a year before they settle 
down and learn to act like adults. 
I feel that high schools should stress 
office discipline, courtesy, and manners more 
than they do. Most of the high school gradu-
ates I have seen seem to have had no training 
in these areas. 
The students of today are· lacking in 
respect for the employer. 
The students should be made aware of their 
responsibility to an employer in that they 
should turn out a day's work for a day's pay. 
Giddiness, job polities, and cattiness should 
be avoided. 
We are increasingly disturbed by the 
attitude of high school graduates who seem to 
resent the fact that they must work to become 
self-supporting. They show no initiative 
unless prodded. we refer to students who are 
sent by guidance directors as being good 
{80-85 average) students. 
My idea of what offices need and usually 
do not get • • • is the worker who can think 
while working. This is a desirable trait, 
and the most valuable benefit to be derived 
from an education • 
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• 
• 
More stress should be placed on the 
importance of developing good personal work 
habits. 
I strongly feel that our educational 
institutions should try to do more toward 
instilling a sense of responsibility. There 
has been a disturbing trend, particularly 
in recent years, toward a 11Let•s get what we 
can for the least amount of effort" attitude. 
Few prospective employees evidence much con-
cern over what they have to contribute to 
the organization. While mechanical skills 
are nice to have, we have enjoyed our best 
success with intelligent people who want to 
work. Typing and shorthand prowess follow 
automatically. 
Chapter VI contains_a summary of the findings of 
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this study, and recommendations for improvement of the 
guidance- and business education departments of Tenney 
High School, Methuen • 
• 
• 
CHAPTER VI 
SUMJ.VIAB.Y AND ~COMMENDATIONS 
The purpose of this chapter is to summarize the 
data which wew·e tabulated and analyzed in Chapter V, and 
to propose recommendations based upon the findings of 
the study. 
Summary of Data 
As a result of surveying 87 business firms in the 
Greater Lawrence area, the following findings were made. 
1. At the time of the study there were approximately 
225 office jobs available yearly to high school business 
graduates in Greater Lawrence. Five firms accounted for 
87 of these openings. 
2. In order to secure applicants for available jobs, 
recommendations of other employees were used by 48.3 per 
cent of the employers; high school ]:>lacement services, 
by 46.0 per cent; the Massachusetts Division of Employment 
Security, by 36.8 per cent; and newspaper advertisements, 
by 36.8 per cent. 
3. According to the findings of the study, appear-
ance and personality were considered by 94.2 per cent of 
the employers as important factors in obtaining a job in 
Greater Lawrence; recommendations of teachers and high 
e. 
6o 
school principals, deportment grades obtained in high 
.· 
school, and results of employment tests followed in 
importance; part-time office experience was considered 
unimportant by one-third of the employers. 
4• Beginning salaries for stenographers ranged 
from thirty-five to sixty dollars per week; the majority 
of beginning bookkeepers were paid from forty to fifty-
five dollars; and general office workers generally 
received between forty and forty-five dollars. 
5. Two-thirds of the employers indicated that they 
administered pre-employment tests to prospective employeeso 
Of the businessmen who used tests, 71.9 per cent admin~ 
istered typewriting tests; 52.6 per cent used stenography 
tests; 40 per cent used clerical aptitude tests; and 
40 per cent, general knowledge tests. 
6. Approximately one-half of the emp_loyers indicated 
standards of achievement which they considered acceptable 
for new employees in typewriting material of average diffi-
culty. Of these, one-half indicated a standard of between 
40 and 49 words per minute; whereas 28 per cent expected 
a speed of between 50 and 59 words per minute. 
7. Thirty-eight per cent of the firms had set standards 
in regard to dictation speeds which they expected their 
new employees to have developed. About one-half of these 
employers indicated a speed of between 80 and 89 words 
per minute. 
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8. The duties with which new bookkeeping employees 
had the most difficulty were reconciling bank statements 
and computing payrolls. Posting, and computing taxes .. were 
mentioned by at least one-sixth of the respondents as being 
areas in which new bookkeepers had evidenced difficulty. 
9. Half of the employers included in the study reported 
that their new stenographic employees bad difficulty in 
composing letters; and one-third indicated that their 
employees had difficulty in typing letters. Typing stencils, 
transcribing from dictating machines, and typing tabula-
tions were also reported as duties with which new stenog-
raphers had difficulty. 
10. Answering the telephone, filing, and figuring and 
checking invoices were areas in which one-third of the 
employers reported that their new general office workers 
had difficulty. 
11. The.foliowing deficiencies in knowledges and skill 
training were indicated by at least one-third of the busi-
nessmen surveyed: poor spelling, poor punctuation, and a 
lack of ability to write acceptable English. Approximately 
one-fourth of the employers reported that their employees 
displayed inability to perform arithmetic fundamentals, 
inability to answer the telephone correctly, insufficient 
skill in machine-operation, inability to type rapidly and 
accurately, insufficient skill in stenography, and poor 
penmanship. 
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12. The tendency on the part of employee~ to waste 
time, and a failure to check work for accuracy were 
reported as deficiencies by 42.5 per cent of the business 
firms included in the study. The failure of employees to 
use common sense was reported by 37.9 per cent of the 
employers; and at least one-fourth of the employers 
indicated that their employees evidenced lack of initi-
ative, lack of interest in work, failure to organize work 
properly, and inability to work under pressure. 
13. The leading office machines in frequency of use 
in Greater Lawrence at the time of the study were as follows: 
a. Duplicating machines--Ditto and A. B. Dick 
b. Dictation machines--Audograph and Ediphone 
c. Full-keyboard adding machine--Burroughs 
d. Ten-key adding machines--Remington-Band 
and Underwood-Sundstrand · 
e. Key-driven calculator--Burroughs 
f. Rotary calculator--Friden 
g. Electric typewriter--I. B. M. 
14. At the time of the study there were approximately 
55 part-time office jobs open to high school students in 
Greater Lawrence. Almost one-half of these jobs were held 
by Lawrence High School students, while students of Tenney 
High School, Methuen, held approximately one-third of 
the jobs. 
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15. Comments made by the employers emphasized the 
need for greater stress on business ethics in the high 
school curriculum. 
Recommendations 
Recommendations for improvement of the guidance and 
business education departments of Tenney High School, 
Methuen, formulated in view of the findings' of this study, 
are listed below. 
The recommendations are grouped into three categories: 
Guidance and Placement, Curriculum, and Equipment. 
Ao Guidance and Placement 
1. At least one, preferably two, full-time guidance 
counselors should be added to the staff of Tenney High 
School, Methuen, in order that the placement of business 
students may become a more highly developed function of 
the guidance department. 
2. A,list of highly recommended business students 
in each graduating class should be sent to the 54 firms 
included in this study who expressed interest in receiving 
such a list~ 
• 
3. At the beginning of each school year contact 
should be made with the 29 firms who employ part-time 
office help, in an attempt to fill a greater percentage 
of these positions with Tenney High School students. 
B. Curriculum 
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1. A review course in business arithmetic and English 
should be offered to senior business students who evidence 
the need for such a course. Stress should be placed upon 
composing and typing mailable letters, spelling, punctua-
tion, grammar, bank reconciliations, payroll work, and 
figuring and checking invoices. 
2.. The importance of checking work for accuracy 
should be emphasized continuously by all teachers in the 
business education department • 
3. Good work habits, including the wise use of time, 
should be developed to the highest possible degree. 
4. More emphasis should be placed on the following 
units of work in the office practice course: filing, pay-
roll computation, and the use of the telephone. 
5. Business ethics should be introduced early in the 
high school program and stressed in all business courses. 
A final, well-developed, and intensive unit of work in this 
area should be included in the office practice course. 
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6. A curriculum study group composed of members of 
the business education department of Tenney High School, 
Methuen, should be formed to review carefully the findings 
of this study, and to make additional.recommendations for 
curriculum revision and improvement. · 
c. Equipment 
1. A Burroughs full-keyboard adding machine should 
be purchased for use in the office practice ·classes. 
2. At least one additional I. B. M. electric type-
writer should be added to the equipment available for the 
training of business students. 
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APPENDICES 
• 
Dear Sir: 
APPENDIX A 
THE LETTER OF TRANSMITTAL 
Tenney High School 
Methuen, Massachusetts 
May 6, 19.58 
Under the direction of Professor Lester I. Sluder of 
Boston University School of Education, I am conducting 
a survey of business firms in the Greater Lawrence area. 
Each year approximately 400 business students graduate 
from the high schools of Greater Lawrence. We at Tenney 
High School are interested in learning of job opportuni-
ties available to our· graduates, and how we can better 
train our students to fill these positions. 
Will you assist us in this study by answering the questions 
on the enclosed check~list and returning it to me at your 
earliest convenience. All information will be used in 
tabulated form only and will be neld in strict confidence. 
Your assistance in this survey will be greatly appreciated. 
Thank you. 
Enclosures: 2 
Very truly yours, 
(Miss) Catherine A. Cole 
Business Teacher 
A SURVEY OF JOB OPPORTUNITIES 
FOR HIGH SCHOOL BUSIN~SS GRADUATES 
IN THE GREATER LAWRENCE AREA 
A~ General Information 
lo. Name of Firm 
2o Address of Firm----------~-------------------
3 o Type o·f Business 
4o Name o·f Person Completing Questionnaire 
-----· --· -~~-
Bb Recruitment of Full-Time Personnel 
lo Approximately how many high school business grad\lates does your 
firm employ each year? 
2o What sources are used to secure these employees? 
ao Newspaper advertisements 
bo High school placem~nt services 
Co Massachusetts Division of Employment Security 
do Letters of applica~ion received from graduates 
eo Recommendations by other. employees 
fo Other (Please st~te~ >.....-~-----------------
3o Please indicate (J) the impor~an~e of each of the following_ 
factors in the employment of personnel by your firm. 
. Vf}ry 
-~ .• .. ~- --~ ·- ~~ :----=--=-
Im~ortant Important Unimportant 
-. . .. 
--
.. 
't:-
ao Appearance of applic .. nt. 
.. , 
bo Personality of applicant 
: ;"· ·' ' 
.• 
Co Part-time office experie~ce -
do Deportment grades ob"tf~in~d 
in high school 
~0 Recommendation of teacllers 
' . l 
and higJ;l school prinqipal 
f'., Results of employment 
' ' 
r tes-t;s 
go. Other ( Pl.e.a.se st.ate o) 
... 
... 
' 
5o 
What" starting salary does your firm offer to high school bus:fness 
graduates employed as stenographers? 
ao $35-$39 per week . do $50-$54 per week 
____ bo $40~$44 per week eo $55-$59 per week 
_ Co $45=$49 per week fo $60 per week or more 
What starting salary does your firm offer to high school bus~-~~-
graduates employed as bookkeepers? 
-
a.o $35-$39 per week do $50-$54 per week 
'tr-o $40-$44 per week eo $55-$59 per week 
Co $45-$49 per week fo $60 per week or more 
What starting salary does your firm offer to high school business 
graduates employed as general office workers? 
_ ao $35-$39 per week _ do $50-$54 per week 
--~d-%.7~b~~4o .... ~~~4:)~k_,__~- _. _, ---~0~~9-,J?er w~ __ 
~~ c"'~"""' $45-$49 per week - f 0 $60 per week . or more . ----.-- --~- --
What :f"orm of employment test(s) does your firm use in select:iing 
personnel? 
ao Typewriting test 
&o Stenography test 
Co Clerical aptitude 
do General knowledge test 
eo Other: 
f'o None 
What do you consider to be· an acceptable speed 
employees in each of' the following areas? 
for beginning 
ao Typewriting material of' average difficulty: ____ __ words per- nrt:n-.-
words per mino bo Taking dictation of' average difficulty: 
Co Performance of' Duties 
lo With which of' the following duties do new bookkeeping emplqye&s 
have difficulty? 
ao Bank Reconciliations 
bo Billing 
Co Journalizing 
do Posting 
~-:c-..._-,..=---:-c-,--~-- -~-Ef-~~oc·-i:>~o"l~+:w'Ork=-- ~~- ·-.c~--=--c~---, ~ . -~-- --:· =- --_?...-:::-~~---=--
f'o Computing and recording taxes 
go Keeping complete set of' books 
ho Other (Please stateo) 
---
2o With which of' the following duties do new stenographic emplo~~ 
have difficulty? 
ao Transcribing accurately from dictating machine 
bo Composing mailable letters for employer 
Co Typewriting business.f'orms 
do Typewriting tabulations 
eo Typewriting letters 
fo Typewriting envelopes 
go Typewriting stencils and master sheets 
ho Other (Please s~ateo) 
With which of the following duties do new general office employees 
have·difficulty? 
ao Filing 
bo Answering telephone 
Co Mailing 
do Figuring and checking invoices 
eo Other (Please .stateo >---------------------
Do Deficiencies of High School Business Graduates 
Which. of the following deficiencies. haY~ y:.ou ... .n.otic.e..d.0 :J_n high s.c,ho9l btisin~ss graduates employed by your fir~? ' 
lo Knowledges and Skills 
.. =e-.--a-=o,--.-L.,._.~a-_c,..._k-o=f ahllity~~ speak a~c~ptill~~ng;t..{:;;b.·-'-'-.. -c~~---,---
bo Lack of ability t<;> writ~ ~cq~ptable En~lish 
Co Inability to an.swer th~ telephone corr~¢tly 
d~ Poor spelling · 
ec> 
. f'~ 
...... _'---
Poor penmanship 
Poor punctuation 
insufficient knowledge of ~o<;>kkeeping g~o 
Insufficient knqwl~dge of' f'iling . ho 
'l., 
_.. ......... ......._ ,jo Insufficient s~ill ~n~the us' of offict ••~hines ~!lsufficient kn<;>wl~df:?e .: ~n4 :rlfill in st~J?<;>graphy 
Inability to ty~e·~apidly ang accurateJr, 
!nabllit.y:_,±,o.,..p..e.X:.f'..o.rm .. _th.e. .. ..a.r.i:thme.tic ... £..undamentals 
Other (Please stateo) 
kc; 
' i~ .,.;..,.,......,___... 
....... ......,..J..;,;··~ ... Jn~ ' 
2 6 P~trs~nlii t:f Traits and W~rk llati:i.ts 
. ~·. 1 .· 
·· .. , 
ao lilability ~o ·-~~t along'' ~ith '<;>thet employees 
'~ ~.or attenda~te~ 
~~~-~~~ co PGQr grdoming 
.. . a~ T•*di~~~~ · . . _ 
.. v ' .. e <i r'~d~pcy: t6, "'~~~e time , ----~ _vc-~ j-(- f-8 -L_:!~0-f~i-rt-1;,~:f-~c$f-:-4n;_~~-6-~i(~,=-.~--...~-
".:.. ,-~- ~{; LJ'k o£ irtitt1'tv~ -/ . , . _ .. 
, ., . . h6 lf*flute to. o~~,_nfze · lfd~k properly 
> ,. i~ --V~+lure. to:~~~ '!r~~'i>~·- $~~+e • . 
..... ..:..:~ j o +~~bili t:Y ~~ f?~l~W, d.i:r;eQ,iQ;Jil~ i , · , 
~o t~~bility t~j¥"9~k ~nder _p~e~s)lf?, · 1~ F•tlu~e tri;~'f9~~w?~k fOr ad~Jr~~y .. 
~~ F'f1ure to'P''49C~;n~at,and attr,ctiVe work 
nQ EqHptio~al it)~j~e-~lity 
C) o O~Q.e r (Plea~' : $tate ;, ) ....... ·.;..;··· .__,..._._-~~---'-~" ___ _.. ___ ~ ...-~ 
.J. ~ ·' 
E.. Equipment 
Please indicate below the various machines used by your office 
employeeso 
lo Duplicators 
ao Ao Bo Dick Mimeograph 
bo Ditto 
Co Gestetner 
d., Multigraph 
Dictating Machines 
eo Other~ 
ao Ediphone f~ Other~ 
-=-~~~-,-=---~ ------~~r~~!~~h~~=-:~::_~~:~~~~~=~--- -- .-:C~~: ·~_,;;;_;::;; ___ ;;;:;::~.:..~---~=-~-~~~~--::;.--~~~~~-~-~?'_ -"'C==-~~~-~~= 
{ d~ · Sourldscribeiio · .~ , . ,;: ' 
' eo Comptometer Trins~rlbiftg 
' 
3o Full Keyboard Adding Machines 
ao Burroughs 
bo Clary 
Co Victor 
4o Ten~Key Adding Listing Machines 
ao Remington-Rand 
bo Underwood Sundstrand 
Co Friden 
d., Monroe 
eo Burroughs 
fo Comptograph 
go Marchant 
do Otherg 
ho Other~ 
Key-Driven Calculators (Dials) \ 
. "7?':~ti:~ =~i~~~.Mg~ -~~-:-- -~~-~·=.';c;~:~~~-<i.,_:_~~:~~~~,.~-...,--=--~~~---~==·;;;;;· '""'""="""'=;,.;;;-;;;;·-... ~,..-c·~-----= 
Go Comptometer 
6~ Rotary Calculators 
a.. Friden 
Po Marchant 
Co Monroe 
Electric Typewriters 
ao Io Bo Mo 
bo Underwood 
Co Remington 
do Royal 
8o Other 
ao Stenotype 
do Otherg 
ep Otherg 
bo 
i 
F < Pa~~t-Time Personnel 
lo)- How many high school students does your firm presently employ 
. for part-time office work? 
.( 
! 
.-=, 
-' 
What high schools do these students attend? 
approximate number attending each school.) 
(Please indicate the 
Andover High School Sto Mary's High School 
_;........... Lawrence High School St o Patrick's $gh School 
Sto Theresa~s High School 
--Other: 
------ ----------------~------
-·~~·~<K~- Methuen High School 
Nco Andover High Sch6o1 
Go Miscellaneous 
-------~---- -· ---~-, k~*~ r~a~~~~~g~n or·~ · 
hi~hly recommended busines~ students in each graduating class of 
Tenney High School 9 Methuen? 
2o Would you or other members of y~ur firm be willing to address 
the Tenney High School chapter of the Future Business Leaders 
of America? · 
----
3o Would you permit visits of small group:s of' business students to 
your firm? 
4o Please indicate any additional suggestions that you may wi.sh 
to make concerning the preparation of students for business. 
/ 
